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GEORGIA DEPARTMENT OF HUMAN RESOURCES 

# i 

Office; Office of Administrative Appeals ' 

Section/Unit: All Hearing Sections 

m d u l e  Use: Office of Administrative Appeals 

73-344 Pate: Minor Change 1-6-95 

HEARING CASE RECORD FILES 
$ . .  DwxpWa Documents relating to  processing, conducting, and decision making 

on all programmatic and administrative areas of the Department where hearings 
are required. 

Included are: notice of request; acknowledgement of decision; and related corre- 
spondence. 

File Ar raagernent ; File is arranged alphabetically by  name of client. 

. .  RetentionlDisDosltlon lnstructio nsr 

Cut off file at the end of each calendar year; hold in current files area six months; 
transfer t o  State Records Center; hold 2 1/2 years; then destroy. EXCE PTION: 
Annually transfer one cubic foot of records to  State Archives. 

Confidential: No - Open Record 

73-344 (Approved 5-1 1-73) 

(95-004-1 .jp) 
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*Thi s  f i l e  contains the  following documents' (include form numbers and t i t l e s ,  i f  any, 
and f i l e  arrangement). 

Emurents relating t o  the processing, conduckhg, and d d s h  making on the requests 
for aX fair Hearing for recipients of a l l  categories of Public Assistance. 
but is not limited to: 
for Fa i r  Hearing, Clients Record  S m r y  Sheet, S w a ~ z y  of Hearing, Hearing Decision, 
Ackncwledgemnt of decision and related correspdence. 
by name of client. 

This bIcludes, 
notice of Request for Fai r  Hearing, Adaxwledgemt of Request 

F i l e  is arranged alphabetically 

I ATTACH SAMPLES OF THE FILE 



13. Is t h i s  t he  Record Copy of  t he  se r i e s?  .- I 
1 4 .  Is there  a duplication of t h i s  Aeries i n  another of f ice  o r  agency? 

15 .  Is the information contained i h  t h i s  s e r i e s  ever s u p a r i z e d  or published? 
Attach copy of summary o r  publication. 

16. Does the  se r i e s  contain c lass ' i f ied  information: requiring secur i ty  hanaling? 

17 .  Does the  s e r i e s  i n i t i a t e ,  amend or terminate agency po l i c i e s  and procedures? 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is the  s e r i e s  ( o r  major portion of  it) regular ly  microfilmed? If yes ,  why? 

20. Does the  record se r i e s  'provide data as input t o  an EDP f i le?  

., 
i .  
i 

. ~. - 

21. Does the  record s e r i e s  contain documentation producled as EDP pr intout?  ~ - ~- ~ 

~~ -~ 

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- 
s.ition of these f i l e s ?  . ;45CFR-205.60 

. .  
-23. W i l l  ' there  be a need fo r  these re,cords 1 0 ,  15 years from now? If. yes,' what?' ' [ 1 [ 8 

, . .  _--____c_~ . -__ . 
.r 

, ,  . 
24. R E Q u I R E b t N T S .  The following requires '€he. . f i les  t o  be k e p t  . . .  3 years : 

a. [ ]STATE b. [ ISTATWE OF c .  [ ]AUDIT d .  [ IFEDEWLL e .xADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

. *. ( C i t e  Law,  S t a t u t e ,  or o ther  reason for  t h e  retenti.on requirement) . . 

25. AGENCY RECO%NDATIONS. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut off  a t  the end 
of  each -[&ALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

[,!~ Hold i n  the  current f i l e s  area 6 ,  ', month(s)/ year(s):  
[ X I  Transfer t o M  S ta t e  Records Center [ 1 Local Holding Area; hold< , y e a r ( s ) :  
[ X I  Destroy., except t ha t  t he  Records Center will retire one . .  cubic foot o 

Archives 'annually; . 

[ 3 Destroy immediately a f t e r  cut-off. . .  
f 1 Other: (Specify) ~ 

records t o  the  

[ ] Transfer to '  S t a t e  Archives fo r  permanent re tent ion.  , . .  . 

. - ~~ ;: ~ ~ ~- .- - . .  ., 

( Ind ica te  briefly rationale for  r e c o m n d a t i o n s  above/or w r i t e  add i t iona l  r e m a r k s )  : 
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eccords  Retention S c h e d u l e  

GEORGIA DEPARTMENT OF HUMAN RESOURCES 
# bIVISION OF ADMINISTRATrVE SERVICES 
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__~II- No. Description Disposit ion 

73-344 F A I R  HEARING CASE RECORD 
FILES - Documents r e l a t ing  
to  processing, conducting, 
and decision-making on re- 
quests  fo r  a f a i r  hearing 
f o r  r 'ecipients of a l l  cate- 
gor ies  of public assistance.  
Included are: not ice  of re- 
quest;  acknowledgement of 
decision; and related cor- 
respondence. The f i l e  is 
arranged alphabetically by 
name of c l ien t .  

C u t  off f i l e  a t  end of each 
calendar year;  hold i n  cur- 
r en t  f i l e s  area six months; - 
t r ans fe r  t o  S t a t e  Records Cen- 
ter; hold 2 4 years;  then 
destroy. 

Exception: t ransfer  1 cubic 
foo t  of records to  S ta t e  
Archives annually. 

APPROVED: 5/11/73 

73-173 DHR PROPOSED LEGISLATION REF- Cut off ' f i le  a t  end of each 
ERENCE FILES - Documents re- calendar year; hold in cur- 
l a t i n g  t o  the maintenance of then 
proposed l eg i s l a t ion  affect-  t ransfer  t o  S t a t e  Archives. 
ing DHR Units. Included are:  * 
copies of proposed legis la-  APPROVED: 5/28/76 
t ion;  correspondence from 
DHR Units re f lec t ing  t h e i r  . I  
posit ion on l eg is la t ion ;  and 
similar and related papers. 
The f i l e  is arranged chronolog- 
i c a l l y  by year; thereunder, 
alphabetically by subject. 

. r e n t  f i l e s  area 1 year; 

1 1 - A . 4 - 1  


